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How do | Update or Cancel my Reservation?

This task card demonstrates how to update or cancel your reservation via the Post Entry Biosecurity System (PEBS).

Update Your Reservation

You will have received an email to the email address you specified at the time of creating your reservation, which

will provide your PEQ Reference Number.
Once your reservation has been created, you will then be able to make certain updates to your reservation online.

The updates that can be made include:
e Modifying your consignments requested PEQ arrival date prior to you confirming your reservation.
e Adding additional documentation to your reservation.
e Adding additional authorisations for your reservation.
e Adding additional information to your reservation.

TIP: The documentation, authorisation and declaration (additional information) sections can be used
to upload documents, add, edit or remove authorisations and add additional information all
throughout your reservations life-cycle, until your consignment is no longer at PEQ.

NOTE: Once you confirm your reservation, you will not be able to modify your consignments requested PEQ
arrival date. If you wish to change this date after confirmation, you will need to contact the Department directly

by calling 1800 900 090 or email PEQPlants@aff.gov.au.
Go to PEBS and select Update within the Change Reservation box or Update Reservation from the main toolbar.
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Reference Screen
Enter your PEQ Reference Number (PRN), which was emailed to you at the time of creating your reservation.

Enter the Reservation email you specified at the time of creating your reservation.
Select Next.
Update Reservation Required fields indicated by *

Reservation Documentation Authorisation Dedaration Success

If anything changes that might affect your animal's behaviour or health, please update your reservation. An animal suffering from a minor illness, such as an ear infection, might
behave timidly or aggressively when it arrvies in PEQ. Letting our staff know beforehand helps keep our staff and the animal safe and allows us to provide the best possible care.

Please be aware that if you change the arrival date, PEQ staff will need to reassess your reservation to make sure space is available.

PEQ Reservation The PRN is unique to your PEQ reservation. It can
be used to identify your reservation and
consignment.

PEQ Reference Number (PRN) * #

Reservation email ¥ | M
This is the email address you nominated within

the PEQ reservation request.

Reservation Screen

A summary of your reservation will be displayed.
NOTE: If you have not yet confirmed your reservation, you will be able to input a new PEQ arrival date if that
is the update you are wishing to make. If changing the arrival date, PEQ staff will need to reassess your
reservation to make sure space is available. The PEQ arrival date must be 7 days greater than the current
day. If you need to have an arrival date earlier than 7 days of the current day or have already confirmed your
reservation and wish to change the PEQ arrival date, you will need to contact the Department directly by

calling 1800 900 090 or email PEQPlants@aff.gov.au.

Select Next.
Update Reservation Required fiekds indicated by *
Reference Reseryation Drocumentation Autharisation Dedaration Surcess
Reservation Summary Reservation Details
Reference number 01 MO0 Permit expiry
Permit number as it Requested PEC) arrival * | B 30/0772025
appears on import permit
GEnUS Avocado (Persea spp.)
Country af ongin NEW ZEALAND
Erevious:
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Documentation Screen
This section allows you to upload documents required for your reservation.

TIP: You can upload as many files as required. The system supports the uploading of files and images
with extensions of TIF, JPG, JPEG, PDF, DOC, DOCX, PNG, MSG, PST and OST. It is recommended that

you upload readable images (e.g. 100dpi).
You will need to ensure each file is limited to 20MB.

PEBS supports the drag and drop feature meaning you can drag a file from your computer and drop it into the File
Upload section.
Alternatively, you can select the Choose Files option in the File Upload section to select a file to download.

Once your document is added, it will display in the Document Details section where you will have the option to
select a Type from the drop down and add Additional Information against each document.

If you want to remove a file you have just uploaded, select the bin icon within the action’s column against that
document.
Select Next.

Update Reservation Required fiekds indicated by *

Reference Reservation Authorisation Dedaration Success

@ Upload any documents required for this reservation, such as phytosanitary certificates.

@ The maximum filesize for attachments is 20 MB .
@ The system supports the uploading of files and images with extensions of TIF, JPG, JPEG, PDF, DOC, DOCX, PNG, MSG, PST, and OST. Please ensure that uploaded

files are readable (e.g. 100dpi).

File Upload Document Details
Filename Type Additional Information Size Actions
Test upload jpg.jpg v ||

‘ Choose Files [|No file chosen

Frevious
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Authorisation Screen

This section allows you to add or update authorisation details of a third party, either a company or personnel to
provide authorisation to act on behalf of the consignment while at the PEQ facility, and to allow collection of the

consignment at the end of the quarantine period.
If you wish to add any authorisation details, select the + icon within the action’s column.

Quarantine Access Authorisation Details

staff will assess all requests and determine whether authorisation may be granted.  More...

This section is optional. It is used to seek authorisation for a third party to act on behalf of the dient and to collect plants at the end of the quarantine period. Department

Authorised representative Company Name Given Name Last Name Reason Actions

Click the = button to add a new authorisation to the reservation record

+

Fill in the details as required and select Save.

NOTE: Based on the authorisation type, the details required will vary.

Quarantine Access Authorisation Details

Authorisation Details

Authorised - v Authorisation * v
representative type
Authorisation * v Duration from * | B | DD/MM/YYYY
sought
to * | B | DD/MM/YYYY

Authorised Representative's Details

Title v

Given name

Last name

Mobile A

Phone =

Email * | I

Confirm email * |

Declaration # (] By providing contact details you are authorising the department to contact the individual, when necessary,

regarding access to the PEQ facility. Authorised person coming on site must adhere to the biosecurity
entry and exit requirements.
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Upon selecting save, the details will populate in a table on the screen.
Multiple icons will appear in the action’s column in the table for each row where an authorisation is added. These
icons indicate different actions that can be performed against each authorisation detail that you have added.

e The +icon allows you to add multiple authorisation details.
e The pencil icon allows you to make edits to the current authorisation details that you have added.

e The binicon allows you to remove that row if you would like to remove a row of authorisation details.

Select Next.

Required fields indicated by *

Update Reservation

Reference Reservation Documentation Dedlaration Success

Quarantine Access Authorisation Details

This section is optional. It is used to seek authorisation for a third party to act on behalf of the client and to collect plants at the end of the quarantine period. Department

staff will assess all requests and determine whether autherisation may be granted.  More..

Authorised representative Company Name Given Name Last Name Reason Actions

INDIVIDUAL Test Test TRANSPORT
|

Ereviows
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Declaration Screen

This section allows you to provide any Additional Information related to your consignment and to be added as a
record to the reservation.

The general declaration checkbox will need to be ticked to proceed, if you agree to the declaration, select the
General Declaration checkbox to proceed. If you do not agree, you cannot continue with the reservation.

Select Next.

Update Reservation Required fields indicated by *
Reference Reservation Documentation Authorisation Success

Additional Information

Is there any additional information that 500 character limit
may help the department in booking or
conducting the reservation?

500 of 500 characters remaining

If you wish to provide additional information in the future, you can do so by updating your reservation.

Declaration

¥

General Declaration (] By selecting the checkbox you declare that the information provided in this form is true and correct.

Providing false or misleading statements, information or documents to the Commonwealth, or to any other person in purported
compliance with the law of the Commonwealth, is a serious offence under the Criminal Code Act 1995 (Cth) and is punishable by
up to 12 months imprisonment.

Privacy Statement 'Personal information” means information or an opinion about an identified individual, or an individual who is reasonably idenfifiable.
'Personal information’ that is collected under or in accordance with the Biosecurity Act 2015 is also 'protected information’ under the

Biosecurity Act.

The collection of 'protected information’ including personal and sensitive information by the Department of Agriculture, Fisheries
and Forestry in relation to this consignment is being collected under the Biosecurity Act 2015 for the purposes of assessing whether
the consignment meets the import conditions. If the relevant personal information requested in this form is not provided by you,
you may be in contravention of your import conditions. Information collected by the department will only be used or disclosed as
authorised under the Biosecurity Act 2015.

See our Privacy Policy web page to learn more about accessing or correcting personal information or making a complaint.
Alternatively, telephone the department on +61 2 6272 3933.

Please note, in the following screens you may be required to make a payment. The amount invoiced is not the total cost of post entry quarantine.

For more information about post entry quarantine fees and levies please visit fees and charges.

Previous
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Success Screen

You will be presented with a success screen confirming the submission regarding the updates you have made to your
reservation with your PRN listed.

An email advising your reservation updates have been received will be sent to the reservation email you specified at
the time of creating your reservation.

Selecting Finished will take you back to the PEBS home screen.

Update Reservation

Reference Reservation Decumentation Authonisation

p— m

' Success|

Your changes have been received by the Department of Agriculturs, Fisheries and Forestry.

Your F‘tq'{c{p-nncn Mumber [PRN) is 01 xnnml This number is unigue to this PEQ reservation and can be used to acoess and manage & online,

Cancelling Your Reservation

NOTE: You can only cancel your reservation prior to your consignment arriving at the PEQ facility.

Go to PEBS and select Cancel within the Change Reservation box or Cancel Reservation from the main toolbar.
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Reference Screen

Enter your PEQ Reference Number (PRN), which was emailed to you at the time of creating your reservation.
Enter the Reservation email you specified at the time of creating your reservation.
Select Next.

Cancel Reservation Required fields indicated by *

Reference Reservation Cancel Success

PEQ Reservation

The PRN is unique to your PEQ reservation. It can
be used to identify your reservation and
PEQ Reference Number (PRN) * = # consignment.

Reservation email *

This is the email address you nominated within
the PEQ reservation request.

Reservation Screen

A summary of your reservation will be displayed.

Select Next.
Cancel Reservation Required fieids indicated by *
Reference Reservathon Cancel Success
Reservation Summary Reservation Details
Reference number D1 I000MNNK Permit expiry
Permit number as it Rsquested PEQ arrival 3010712025

appears on import permit

You can update your resenvation here to request a different PEC) armival date.
Any changes must be approved by a bicsecurity officer which may take up to
SEVEN JaYs.

GEnLs Avocado (Persea spp.)

Country of origin NEW ZEALAMND

- =
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This section allows you to provide Additional Comments related to your reservation cancellation, and to be added as

a record to the reservation.

The general declaration checkbox will need to be ticked to proceed, if you agree to the declaration, select the
General Declaration checkbox to proceed. If you do not agree, you cannot continue.

Select Next.

Cancel Reservation

Required fields indicated by *

Reference Reservation m Success

Additional Comments

Reason for reservation cancellation

500 of 500 characters remaining

E

500 character limit

Declaration

General Declaration # [| By selecting the checkbox you declare that the information provided in this form is true and correct.

Privacy Statement

Providing false or misleading statements, information or documents to the Commonwealth, or to any other person in purported
compliance with the law of the Commonwealth, is a serious offence under the Criminal Code Act 1995 (Cth) and is punishable by
up to 12 months imprisonment.

'Personal information” means information or an opinion about an identified individual, or an individual who is reasonably idenfifiable.
'Personal information’ that is collected under or in accordance with the Biosecurity Act 2015 is also 'protected information’ under the
Biosecurity Act.

The collection of 'protected information’ including personal and sensitive information by the Department of Agriculture, Fisheries
and Forestry in relation to this consignment is being collected under the Biosecurity Act 2015 for the purposes of assessing whether
the consignment meets the import conditions. If the relevant personal information requested in this form is not provided by you,
you may be in contravention of your import conditions. Information collected by the department will only be used or disclosed as
authorised under the Biosecurity Act 2015.

See ou Privacy Policy web page to learn more about accessing or correcting personal information or making a complaint.
Alternatively, telephone the department on +61 2 6272 3933.

Previous

Success Screen

You will be presented with a success screen confirming your reservation has been cancelled with the PRN listed.

An email confirming the cancelation of your reservation will be sent to the reservation email you specified at the
time of creating your reservation.

Selecting Finished will take you back to the PEBS home screen.

Cancel Reservation

Reference Reservation

Your PEQ Reference Number (PRN) SLXOOODOOMXXXXX has been cancelled

Required fields indicated by *

G
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